(OFFICE SYMBOL)







(DATE)
MEMORANDUM THRU COMMANDER 

ATTN: CPT Davidson

Joint Contracting Center – Tuzla


SUBJECT:  Request for Appointment of Field Ordering Officer

1. I hereby request that (Rank and Name), be appointed as an Ordering Officer for (Name of Unit and Location).

2. I request that aforementioned individual be authorized to purchase the following:  (List specific types and categories of supplies and services). 

3. I request that the period of appointment be (Enter Date). 

4. (Name of Ordering Officer Nominee) has the organizational skills, character, and judgment to perform the job properly.

5. The nominee will/has receive(d) Ordering Officer training on (date).

6. The point of contact is (Name of POC and phone number).  

Signature Block of first 05

Commander in chain of command

